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1. A guide to moving in/out of your apartment 

 

• Phone: 0431 066 130 and reserve the Lift 
It is imperative that residents wanting to move in or out need to make a reservation. 
It is essential to book the lift 48 hours in advance (People who turn up without booking may be subject to 
long delays or refused access to the building). 
 

• Move in/out times 
Due to the demand on the lifts time is limited for moving furniture. Please ensure that your removalist is on 
site and ready to commence prior to your allocated lift booking time. 
 
Moving times are: Monday to Friday 9.00a.m. to 4.00p.m. and Saturday 9.00a.m. to 3.00p.m. 
 
The Building Manager will make arrangements to facilitate your movement into the building. Before any 
move occurs a prior booking must be made with the Building Manager 0431 066 130 
 

• Furniture Unloading 
The parking area for the removalist vehicle is the permit zone in Russell Street near the end of Jane Bell Lane. 
 
After making a reservation the Building Manager will arrange for the front entry doors to be unlocked and lift 
covers up. You must obtain a parking permit from the Melbourne City Council (03 9658 9658) for the use of 
the permit zone in Russell Street. 
 

• Disposal of Cartons, Packaging or Old Furniture 
Cardboard cartons must be taken to level 4 of the Car Park and placed in the cardboard collection cage. It is 
the responsibility of the resident to dispose of any unwanted furniture or white goods. 
 
YOU CANNOT MOVE FURNITURE OUTSIDE HOURS. 
 
The Owners Corporation has set strict times for moving furniture in the lifts to avoid delaying residents 
during peak periods of lift use. 

 

2. Fire Safety Emergency Evacuation Procedure 
 
If the alarm is heard: Listen carefully to instructions. If instructed to evacuate walk to the closest escape stairs 
closing your front door behind you. Move into the stairway and ensure the door closes behind you. Walk to 
the exit and exit the building, proceed to your assembly area at the intersection of Lonsdale Street and 
Swanston Street. 
 
When at your safe assembly area do not re-enter the building until the Chief Fire Warden has given the all 
clear. 
 
FIRE EXIT DOORS MUST BE KEPT FREE OF OBSTRUCTIONS AT ALL TIMES. 

 

• For your information 
Fire panels which monitor all common areas in case of fire are located on the ground floor in the foyer and at 
the Lonsdale Street driveway entrance of the building. ADT Monitoring externally monitors the panels. Once 
an alarm has sounded ADT places a call directly to Metropolitan Fire Brigade who also has radio controlled 
monitoring of the building to attend the site. WARNING: DO NOT ATTEMPT TO USE THE LIFTS IN THE EVENT 
OF AN EVACUATION OR ALARM 



 

3. Getting to Know your Apartment 
 

• Intercom 
To call an apartment from the foyer, enter the apartment number on the intercom system keypad followed 
by the bell symbol. The apartment intercom will ring – wait for an answer at which the front door will open 
and the lift will transport you to the apartment. 
 
When you receive a call from the foyer, pick up the handset, press the key symbol to open the doors and if 
required hold down the top button of the handset, which will release the doors. 
 

• Services 
You will need to open accounts for power and telephone. Gas is included in the Owners Corporation fees. 
 
If you are an owner/occupier you will receive two water invoices. One invoice from City West Water for the 
services and parks levy, and a further one for water usage from WINenergy. 
 
A WinEnergy Connection Form should be supplied to you when you first move into the building by your 
managing agent. Copies of the form can be obtained on the qv1melbourne.com.au website or by contacting 
the QV1 Building Manager.  
 
If the apartment is leased the lot owner is responsible to on forward the water usage charges to their tenant 
directly or through their managing agent. 
 

• Electricity 
The electricity switchbox is usually located in the second bedroom or in the case of a one bedroom 
apartment in the living area. Ensure all switches are turned on. All switches should be set to the up position. 
Air Conditioning The air conditioning control panel is located on the wall inside the entry door. 
 

• Waste & Recycling 

 All food scraps to go down waste chute in waste room.  

 All recycle material is to be brought down to level 4 west to the recycle station.  

 Unwanted clothing is to be placed in blue bins.  

 Plastic bottles, glass, drinks cartons and aluminum cans to be placed in green bins.  

 Cardboard and papers to be flattened and placed into the cardboard cage on level 4 west.  

 ALL PLASTIC SHOPPING BAGS to go into a separate green bin specially allocated for this purpose. The 
council will reject recycle bins if they contain plastic shopping bags.  

 

• Mail 
The mailboxes are located in the ground floor foyers behind the coloured glass and are allocated on which 
side of the building the apartment is situated. E.g. West or East. 
The address of your residence will be Unit Number, QV1 Apartments, 22 - 24 Jane Bell Lane, Melbourne 3000. 

 

• Maintenance 
To report faults relating to common property contact the Building Manager on 0431 066 130. 
If you are a tenant you should contact your leasing agent who will arrange for any maintenance or repairs 
relating to the apartment. 
 

• Smoke Detectors 
Residents should be aware smoke detectors inside the apartments are not connected to the fire panels. 
These smoke detectors are very sensitive and may go off when residents burn toast, smoke or even have a 



very hot shower etc. Residents should not open the front entry door of the apartment and allow smoke or 
steam into the corridor, as the cross flow ventilation activates the detector in the corridors. 
 
Each time the fire brigade attends the site there is a fee of approximately $1500.00 per truck  per 15 
minutes incurred. If it is found that a resident is the cause for the false alarm, the resident will be liable for 
the payment of this charge.  
 

4. Building Management 

 

• Owners Corporation 
The Owners Corporation is made up of all the owners. At each Annual General Meeting a new Committee of 
Management is elected from the Members of the Owners Corporation. The Committee works with the 
Building Manager and Owners Corporation Manager to ensure the smooth running of the Building. The 
Committee is responsible for expenditure decisions that sit outside the day to day maintenance expenditure. 
 
Procorp Australia is the Owners Corporation Manager for QV Apartments and should you have any concerns 
or issues with common property she can be reached on 03 9667 0264 or email: 
info@procorpaustralia.com.au 
 
The Owners Corporation is required to have an administrative fund for the day to day maintenance and 
administration costs and a maintenance fund (or sometimes referred to as a sinking fund) for major capital 
repairs and maintenance. 
 
The Owners Corporation levies quarterly contributions on all owners of the Owners Corporation. Each levy 
contribution is based on units of liability assigned to each lot and that year’s budget. 
 
The Administration Fund covers such items as window cleaning, common area cleaning, public area lighting, 
fire protection system, insurance cover and general maintenance among other items. 
 

• Owners Corporation Committee 
A Committee of Management is elected for a period of 12 months from AGM to the next AGM. 
 
Whilst the Owners Corporation Management deals with the day to day maintenance of the building, ensuring 
that it is compliant with all regulatory bodies and maintaining the building in good operating condition, it is 
the Committee of Management who decide policy on the long-term matters affecting the building and 
monitors the financial side of the budget. 
 
The Committee of Management is a purely voluntary body and meets regularly. Any items for tabling at the 
next committee meeting may be forwarded to the Owners Corporation Manager. 
 
The Owners Corporation Manager has a number of administrative duties including: 

 Preparing and distributing notices and minutes of meetings 

 Collecting and accounting for Owners Corporation levies 

 Keeping books and records of the Owners Corporation/preparing financial statements 

 Paying authorized accounts, and arranging insurance for the Owners Corporation 

 All enquiries about Owners Corporation Management should be directed to 9659 3333. 
 

• Building Manager 
The Building Manager is responsible for all the operation aspects of the building. The Building Managers 
Office is located on Level 4 car park, 22-24 Jane Bell Lane, Melbourne. 
Office Hours: 8.00a.m. – 4.00p.m. 



Contact Details: 
Email: bm@qv1melbourne.com.au 
Mobile: 0431 066 130 
N.B. After 4.00p.m. only calls relating to emergencies otherwise call during the hours stated above. 
 

5. Access and Security 
 

• Honeywell Security System 
All movement within the common areas of the building is monitored by computer and recorded utilizing 
Security Software. 
 

• Security Access Cards 
The security access cards allow limited access within the building. Residents are generally provided with two 
access cards. These cards are programmed according to the apartment level and the number of car spaces 
allocated to the apartment. 
 
If an access card is lost it is important for security reasons to report this to either the Building Manager or 
Owners Corporation Manager in order to have the lost card deactivated. 
 

• After Hours Security 
Contact Police on 000 
Contact Security on 9207 9299 
 

IN CASES OF EMERGENCY 
 
Please note that security will attend immediately if the matter is urgent, otherwise they will attend to the 
non-urgent matters on the next patrol of the building. Accordingly, an invoice will be issued to the party 
making the request if not a common property matter. 
 
 
Cost of Access Card and keys 
Access Card $72.00  Key $48.00 
 
New or additional cards may applied for by contacting the Owners Corporation Manager 
Procorp Australia 
Lvl 2,  222 Latrobe Street  
Melbourne 
info@procorpaustralia.com.au 
03 9667 0264 
 
Forms can also be downloaded on the qv1melbourne.com.au website or by contacting the QV1 building 
manager 
 

• Common Areas Facilities 
- Foyers 
- Pool 
- Gymnasium 
- Change Rooms 
- Car Park 
- Lifts 

mailto:info@procorpaustralia.com.au


 

• Foyers 
Each foyer is furnished. 
Each foyer is equipped with three lifts 
Each foyer is equipped with a security camera 
 

• Pool 
Pool & Gymnasium Hours: 6.00a.m. – 10p.m. daily 
A four lane 25 metre lap pool is situated on the roof level (level 45) of the building. Please note the pool is 
chlorinated and heated all year round at approximately 28 degrees. 

• Gymnasium 
A Gymnasium is located on Level 45 of the Building. 

 
Pool & Gymnasium Rules: 
 

1. The swimming pool is for use by residents only and by no more than two guests per apartment at 
any one time. 

2. Residents are not permitted to swipe other parties into the pool/gym area with their access card 
3. Alcohol and food are not permitted with the pool/gymnasium area. 
4. Glass is not permitted with the pool/gymnasium area. 
5. Smoking is not permitted with the pool/gymnasium area. 
6. Children must be supervised by an adult at all times. 
7. No jumping, diving, running or boisterous behavior is permitted in the pool area. 
8. No spitting is allowed in the pool/gymnasium area. 
9. Suitable bathing attire must be worn at all times. Topless or nude bathing is prohibited in the pool 

and common property. 
10. The hours for use of the pool/gymnasium facilities are 6.00a.m. – 10p.m. Your pool access card will 

timeout outside these hours. 
 

• Change Rooms 
The Gymnasium change rooms have shower facilities – all residents are asked to shower off BEFORE entering 
the pool. 
 
• Car Parking 
Residents must park in their allocated car spaces. Residents who are not aware of their correct parking 
allocation should make contact with the Owners Corporation Manager to locate correct parking spaces. 
Parking in the wrong spaces could lead to your car park access being removed and your access swipe being 
deactivated for the car park. 
 
QV1 Apartments has no “Visitor Parking” facilities. 
 
Residents are specifically advised they are not permitted to lease out or loan to any person/s who do not 
reside in the building or have no business being in the building for security reasons. 
 
Anyone considering subletting car spaces to non residents is subject to the Melbourne City Council 
“Congestion Tax” of $800.00 p.a. 
 

 
6. General Information 
 



• Smoking 
There are various areas that are NON SMOKING including front foyers, lifts, hallways, stairwells, pool area, 
change rooms. 
 

• Building Maintenance Issues 
Any building repair issues relating to common property should be reported to the Owners Corporation  
Manager who will issue a Maintenance Request Form and will co-ordinate access for any repairs. 
Maintenance items within a residents lot are the owner’s responsibility and if rented these items must be 
reported to the rental agent or owner. 
 

• Washing 
Owners Corporation Rules restrict any washing from being placed on or hung from the balcony of 
apartments. Your co-operation with this matter is appreciated. 
 

• Pay T.V. 
Foxtel is available for connection at QV Apartments. Residents should contact Foxtel direct for connection 
information.  
 

• Water Supply 
Water is supplied to the complex and standard invoices for the services and parks levy are issued by City 
West Water to each individual owner. A second invoice is issued for “water usage” by WINenergy. 
 

• Gas Supply 
Gas is supplied to the building and the retailer issues a gas invoice to the Owners Corporation for the pool hot 
water system and kitchen cook tops. The gas costs are incorporated in the Owners Corporation levy and 
there is no need for occupants to open separate gas accounts. 
 

7. Important Notices 
 

EMERGENCY PROCEDURES 
 
Emergency telephone numbers to call: 
 
FIRE BRIGADE 000 
POLICE 000 
AMBULANCE 000 
 

When you call the Emergency Number 
Advise your address; provide your name, telephone number and any other information requested by the 
operator 
 

Evacuation procedures 
If safe to do so sure secure your apartment, evacuate the building via the nearest emergency    exit, and 

proceed to the assembly area. (Corner of Swanston and Lonsdale Street) DO NOT USE LIFT.  Do not re-enter 
the building unless advised by the Emergency Service that it is safe to do so. 

Know Your Exits 
FOR YOUR SAFETY MAKE SURE YOU KNOW THE LOCATION OF THE NEAREST EMERGENCY EXIT. Check with 
the Building Manager if you are unsure of the nearest exit.  
 

 



Fire Extinguishers 
If safe to do so: 

1. Remove from bracket and carry to scene of fire. 
2. Stay clear of the fire, remove pin and test extinguisher 

3. Direct the nozzle of the extinguisher onto the fire from 2 meters toward the base of the fire. 
 

Fire Hose Reels 
1. Open valve (ensure that rose nozzle turned off). 
2. Run out hose toward scene of fire. 
3. Open nozzle and direct stream at base of fire. 

N.B. NOT FOR WATER USE ON FIRES WITH AN ELECTRICAL HAZARD 

 

VERY IMPORTANT NOTICE 

If You: 
Make smoke from 

• Burning incense sticks or candles 

• Burn toast or cooking 

• Create steam in bathroom/kitchen/laundry 

Do Not: 
• Open your apartment door and let smoke/steam into the hallway 

This Will: 
• Set off fire alarms in the hallway 

• You may receive a charge if the Fire Brigade attends. Between $1500 and $2500 for each fire truck 
this means you could be faced with a charge of anywhere between $1500 and $5000!!  

Instead: 
• Open your balcony doors to let the smoke/steam escape. 

 
TIPS TO PREVENT FALSE FIRE ALARMS 
 
Please be advised that the Fire Alarm system will automatically detect things other than a fire condition such 
as: 
 

Dust 
• Through open windows 
• Cleaning 

• Tradesmen working 

Fumes 
• Cleaning fluids 

• Polishers 

• Solvents used by tradesmen 

Steam 
• Showers 

• Laundries 

• Cooking 

• Urns and tea making facilities 

 
Hairsprays 
Hair Dryers 
Cigarette Smoke 



Birthday Candles / Incense Sticks 
Burnt Toast 
Heat Generated by Building Equipment 

 

FIRE SAFETY FOR HIGH RISE APARTMENTS 

High-rise apartments present special fire safety concerns. 
The added complications associated with evacuating a high rise building means it is even more critical to be 
prepared for fire. 
 
Among the most common causes are cooking, heating equipment, smoking, electrical systems, children 
playing with matches and arson. 
 

Be prepared 
In a real fire you will be able to ensure not only your own safety but also that of your family and friends if you 
have prepared yourself beforehand. 

• Develop and practice an escape plan for your apartment. 
• Learn your buildings evacuation plans. 
• Learn the sound of your buildings alarm system, if it has one. 
• Know how far from your apartment door to the two nearest building exits. 
• Have the emergency services number programmed into your phone. 
• Purchase a fire blanket and fire extinguisher and be sure you know how to use them. 

 

If the fire is in your apartment 
1. Get everyone out. Stay low as you go out. Close the doors as you leave. 
2. Alert others on the floor by knocking on the doors. 
3. Activate the fire alarm if there is one. 
4. Go to the nearest STAIRWAY exit. 
5. Call the Fire Brigade from a floor BELOW the fire. 
6. Remember DO NOT use the elevator in a fire. 

 

If the fire is not in your apartment 
1. Feel the door with the back of your hand for heat, if the door is hot do not open it. If it is  cool 

open slowly and check for smoke in the hallway. 
2. Leave the building by the nearest STAIRWAY exit if it is safe to do so. 
3. DO NOT use the elevator. 
4. Assemble at your buildings assembly area. 

 

If you are trapped in your apartment 
1. Stay calm. There are things you can do to protect yourself. 
2. Close all doors between yourself and the fire. 
3. Go to a room that has a phone and call the Fire Brigade even if you can see fire trucks in     the 

street below. 
4. Tell the Fire brigade exactly where you are in the building. 
5. Go to a window and use a torch or a bed sheet to attract the attention of the fire fighters. 

 

Special Needs 
If you have special needs that prevent you from exiting your building by the stairwells, talk to a neighbour or 
the Building Manager to make them aware of your special needs for assistance in case of an emergency. 



You should try and set up a support network of neighbours and residents in your building. 
See if your building/floor has a safe area set aside for people with disability. 
The Fire Brigade can assist you with developing an escape plan that you can practice with people that live 
with you. A few hours of pre-planning may save your life! 
 

Ensure that egress routes in your building are kept clear of any obstructions. Report all potential fire hazards 

to your Building Manager. 

 

Remember 
• Maintain your smoke alarms. 
• Develop an escape plan and practice fire drills regularly. 
• Ask your local fire station for fire safety information. 
• Check your home and eliminate fire hazards. 

If you have read this and are not clear as to the actions you need to take in the event of a fire, please contact 
the Metropolitan Fire Brigade on 9665 4464. 
 

Building Safety 
To help safeguard the lives of yourself and other people in your building you should be familiar with the 
following: 

• Location of all fire exit stairways 

• Installed firefighting equipment 

• The emergency procedures for your building 

• Ensure that hallways and stairs are kept clear of obstructions and rubbish 
• Don’t put items that are too big into rubbish chutes as they may get stuck. Things caught in the   

chute can easily turn a fire in the basement into a fire on your floor 

• Do not use an elevator if there is a fire. It may stall due to heat or loss of power. 
• Inform the building manager if you find safety equipment that is damaged or missing 

 


